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4- Back Space JJTOZ 
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Insert JJTOZ 
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Scroll Lock , Print Screen , Break , Pause GRIpjf 
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Y$tki# y$tki# y$tki# y^tici^ y^tkci* y^ticup 
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(d) DfDZ 
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(e) DfpDZ 
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:lZ^f+ ^Sfdiakyd^i^ldUra^tl/L^ y+yitf 

gghh hhgg ghgh hghg 

has had gak dag gas sad half 

ASDFGLKJH ASDFGLKJH ASDFGLKJH 

Has Had Sad Gad Kfkf Jlad Glad 
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qwert poiuy qwert poiuy qwert poiuy 
trewq yuiop trewq yuiop trewq yuiop 
Horse Dog Port Four Dark Look 
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Zxcvb /.,mn zxcvb /.,mn vbnm mnbv 
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man and hand fast lands fax zoo 
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(cc) DffDZ 

He is very hungry. 

Be careful in your typing. 

Keep quite in your class room. 

They can see the little cat under the table. 

The Four seasons of the year are Winter Spring Summer and Autumn. 
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lal 2s2 3d3 4f4 5g5 6j6 7j7 8k8 919 0;0 
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What ! You slept only 4 hours last might ! 

He enjoys ski diving and fishing, but his greatest love is wrestling. 
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(cE) DffDZ 

Dear Sir, 

We were very pleased to receive your letter about electric cookers and 
pleased to enclose a copy of our latest illustrated catalog. 
You will find details of our terms in the price list printed on the back 
cover of the catalog. 

We look forward to have among our clients. 
Yours Faithfully 

(cd) DffDZ 

HAPPY HOLIDAYS 

Have a holiday in the Sunshine Coast and enjoy good weather. 
There are discos if you like this form of entertainment. 
One resort offers spectacular floor shows and lively evenings. 
This is a traditional town with a typical park on the sea front. 
The blue sea , golden sands and evergreen woods are beautiful. 

(cE) DffDZ 

THANK YOU FOR YOUR LETTER CONCERNING THE SMITHSON 
PUMPING FIXTURES YOU PURCHASED FROM OUR STORE LAST 
SEPTEMBER 14.WE ARE A PROVIDE YOU WITH BEST PRICE. 
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Dear Sir 

We have received a number of enquiries for floor covering suitable for 
rough floors. 

It would helpful you could send us samples of your range of suitable floor 
coverings and a pattern card of the designs in which they are suitable. 
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There are very few people in our culture today who do not find it necessary to work 
in order to make a living. It has been said that work is a measure of civilization; that 
it is the foundation of human existence. 

If you reflect for a mount, you will realize that there would be no progress without 
work. Without work, we would not have the comfort or have goods which are 
provided by our Work produces the wealth of a country. Many of us think of money 
as wealth. Wealth, however, includes all the useful goods made by the people while 
money is only a medium by which the goods people make are exchanged. 
Although it is quite true that the value of life cannot be judged entirely on the basis 
of material things, we could not obtain progress without them. All of us must work in 
life to obtain wealth. 

Dear Mr. Sameh 

I enclose a catalog of the list of the lawnmowers, which we sell as 
requested in your letter of. 

The machine bought by your neighbor is an excellent machine. You will 
find details of the smaller model on pages 15 of the catalog. 
We have this model in stock and should be glad to show it to you if you 
would care to call at our showroom, in Hamra street. 
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Ypoll (fi^CftffiLcT (adl+d^/ Y^R^DXij 1 L^i|ULjz TJOByfr yadz^f ^DzlBf tod9p_«b 
Ou \Q($lSjkZ[ dzyA[ ^HQf Ljfife A\| DEf ONjlpfeAfAyhilM [pf+fhJLp TDEKqdz 
tnft LJj^dz|d$tnji Lpifikto^Vt^ D£f 2(fef 0(22 uP || Cl^ljZ dAU^C^d&El^clz 
y$u! tu^t^eH^^+OT^p^dlyll At^2to:65Npp5i ttf ^j) 2PD 

.(ft paOEaGE^t^ly^^ceodf 

tu^lCC^udfJuEZiBf 3£l ^jOB2r1p62T(Bb^ Q&&Jp\\<&#J@$\I Ail pfifz 

i TXB^H (tfpjL^RLJ TU (3BCKLj&+alf t B|Z 05y(^f ?T l# AlJJf lljf 

.2Th^tait&?afd^D fQf I^ADCE(^if(ft y(qdz 
tul^iC^CurqiiCfklC^L^ IScO^MBti/i Q\f K<^df^y&\d£^L£ ulPU^Ul^ 
lj2SuRi ^fA Y^P^A + n^-J^JT (ftjfto K?f8C^ Ij W yd^JA 2n(jA t ofljA [Half || Gtfr 



If spelling is not your strong pint, the only way you can improve it is by observant 
reading, and by constant practice in writing. Words which constitute stumbling 
blocks should be typed again and again until the fingers are able to reproduce the 
words automatically. Refer to a reliable dictionary whenever you are in doubt. 
A typist often has to type letters from rough drafts. 

The letters must reproduced with every word correctly spelled, every sentence 
accurately punctuated and the whole letter well spaced and balanced. 
In deciphering bad manuscript, leave blanks rather than transcribe nonsense. 
Difficulties can often be overcome by finding other words containing what appear to 
be the same letters. 

If you can get the drift of a whole passage in the neighborhood of the illegible word, 
it whole then probably yield up its meaning. 
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(t u# KPU!/ D^LyuP LJflzLjfc 2(Rf 
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. GEf LJj2f8p0p£p[ 61 Iff Eft DZ 



: \ ffi l^gd^di dUf t sq !J y Rtf 

In order to be successful in any endeavor, you must have a positive 
attitude. It is so much easier to accomplish anything when you believe you 
can do it. Each week you will be required to upgrade your skills, and in 
order to accomplish that feat, you must believe in your abilities. You will 
excel if you practice your drills faithfully and with zest. But in addition to 
practicing conscientiously, you must have supreme confidence in yourself. 
I have found it a good idea-and I believe you will also find it a good idea- 
to tell my self before beginning a timing: I can do it. You must tell 
yourself this over and over again. You will be surprised to see that you 
will achieve your goal more often than not. 
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